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Texas State Authenticated Access

Login to tracs.txstate.edu
Use of computer and network facilities owned or operated by Texas State University requires prior authorization. Unauthorized access is
prohibited. Usage may be subject to security testing and monitoring, and affords no privacy guarantees or expectations except as

otherwize provided by applicable privacy laws. Abuse is subject to criminal prosecution. Use of these facilities implies agreement to
comply with the policies of Texas State University.

NetlD:

Paszsword:

1 | am at & public workstation.

Activate your NetlD Forgot Pazsword Guest User Help
For security reascng, please Log Out and Exit your web browser when you are done accessing services that require authentic ation!
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1. Login: SAP Portal your ID and password then click on Log in
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——— SAP Employee Self-Senvice

Welcome to the Finance & Human Resource Information System - The onire daomwayto $4P Firaneial and HR toos

Helpful SAP Links

¢ gt

® SAP Help Resources
Browse the folders called My_HR, My_Finance, My Grant, My_Procurement for your frequently used transactions applicable to those specific aress. I you don't have the applicable roles, N ¢ seoéfom
you will not see these folders. ¢ Dovmcad SAP G

L

>

? Comacs

Reduce navigation clicks by creating portal favorites to directly access a function rather than navigating through the menu paths. ¥ Pring

n

® Trainn Videos
To ragister for a course, click on Training and Development to browse the classrosm and on-line training offerings. The required EEQ & Title IX course is now available on-line for your convenience, ¥ Intrucions For Ov-Line Coures

If you have quastions, contact ITAC at 512.245.ITAC (4822 o tac@txstate.edu or chat at https/ livechat trbistate.edy/.

2. Click on SAP Employee Self-Service



Overview

SAP Employee Self-Service = Owverview

‘ Full Screen || Options
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My Personnel Action Requests

In this area, you can display the status of current
Perzonnel Action Reqg uests and view prior Personnel
Action Reguests.

Time/Leave Information

In this area, you can record working time and view your
leave balances and time statement.

CQuick Links
Record Working Time

Benefits

Dizplay the plans in which you are currently enrolled,
enroll in new benefit plans, and download an en)
form.

? Payroll
In this area, you can view your earning statement and

change your federa | tax withholding status.

===1 Personal Information

3. Click on the payroll link

Car Reservation
Directions and Mileage

|- MostFrequentyUsed

Election for Onling W-2

Personal Data

Record Working Time

W-4 Tax Withholding

Texas State Election for Onling W2
Reporting of Online W-2

Status Overview

My Trips and Expenses

My Employees

Earning Statement

Car Rental

University Leave Policy UPPS No. 04.04.30
Directions and Mileage

Leave Balances




Employee Self-Service Navigation Services
SAP Employee Self-Service > Employee Self-Service > Overview

Employee Self Service Area Page

Back

Eaming Statement

Use the link above to view your most recent and prior eaming statements .
W-4 Tax Withhalding

Use the link above to change your federal tax withholding status.

International Student and Scholar Employees, plea
apply to international Students and Schola
payroll@state.edu or by phone:

Reporting oTGmFe W-2

Use this link to your online W-2
Election for Online W2

Use this link to election to receive your W-2 anline

act the Payroll Office before making any changes to your form W-4. There are specific U. 3. tax laws that
eter mine how your form W-4 can be completed. Contact the Payroll and Tax Com pliance Office at:

2015 Form W-2 Instructions for Employee
Use this link to access 2015 Instructions for Employee.

4. Scroll down to Reporting Online W-2
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»  Display W-2/W-2c

5. Click on box to highlight. Then click on Display.
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6. On the question, click Open.
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Hide:
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Depariment of the Treasury - intemal Revenue Service
d QDDDQQQQQ 1 Wages, tips, other compensation | 2 Federal Income tax withheld d Contrd number |1 Wages, tips, other compensation | 2 Federal Income tax withheid
75698.82 9145 45 00012175 75698.8 9145 45
3 Social security wages 4 Social security tax withheld 3 Sodial security wages 4 1al secunty tax withhel
M. O 15420008 Y E364.51 Ve gy | OMENeeeue 8636451 vk 60
[5 Medicare wages and ops______ | icars @x Tris Informiation | being |5 Wiegicare wages and bps T W=dicars tax withherd
86364 51 126229 | B e seves 51 1262.29

& Employer's name, address, and ZIP code
Texas State University
601 University Drive
San Marcos TX 78666-4615

¢ Employer's name. address. and ZIP code
Texas State University
601 University Drive
San Marcos TX T8666-4615

601 University Or.
San Marcos, T 786045

are required toflle 3 tx

ks Income Is teatie
and you fal to report .

601 University Dr,
San Marcos, TX 78666

T Soual seeuy BpE T Aloeaed ps 3 7 Social securiy ips F Allocaied ips
10 Dependent care benefits 11 Nonqualified plans, 12a See instructions for box 12 | 10 Dependent care benefits | 11 Nonqualified plans 1Za Ses instructons for box 12
;DD | 11579.16 i DD | 11579.16
T® = T T 5 T2
iC | 570.60 E_G 450000 |: 5 c | 57060 |iG | 4500.00 |:
b Empiloyer identificabon  numiber (EIN) a Employes’s social securty number b Employer identfication number (EIN) a loyee's social sacunty nus T
74-6002248 009-00-0000 3 74-6002248 009-00-0000

13Stantory Fefrement  ThidPamy | 14 Other 13 Statutory Refrement  ThimFarty | 14 Other

employee  plan sckpay | TRS 6165.69 employee plan sick pay 6165.69

X X
& Employes's name. address, and ZIF code TRE TWormSlon EEERG| e Employee's name, address, and ZIF code
Tumished to the Intemal
Billy Bobat Revenve Senice. fyou | Rilly Bobcat

15 State Employer's state ID No. 16 State wages, tips, etc.
2015 |
|
W 2 Wage and Tax | 17 State income tax 18 Local wages. tips. efc
E Statement
Copy C-For

EMPLOYEE'S RECORDS
(See Notice to Employee
on back of Copy B).

19 Local income tax

20 Locality name

15 State Employer's state ID Mo.

16 State wages, tips, etc.

17 State income tax

2015 ||
EW-25 ™

7 Local wagess, bps, =16

Copy B-To be Filed
With Employee's
FEDERAL Tax Return

19 Local income tax

20 Logality name.

Depariment of the Treasury—Intemal Revenue Service

7. Display of your W-2. After viewing, click on Close to exit W-2.
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8. Click on the “X” to Close
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Eaming Statement

Use iz fink above to view your most recent and prior eaming statements .
W4 Ta Wibhelding

Use e ik above o change your edera acilholding staus.

Inéemafional Shudent and Scholar Employees, plezse contact e Payroll Office before making any changes fo yourfom -4, Thare are specifc L. 3 fax laws tat
a0gly o nteraBonal Shudenis and Scholars Tk defermine how your form W4 can b2 completed. Confacthe Payoll and Ta Com pliance Offce at
payroll@hstate eduor by phone: (512) 45-254.

Reparing of Oniing -2

Use this fnkto view your online -2
Election for Online W2

Use his inkto election o recaive your W-2 online.
2015 Form W-2 Instuchi ]

Use s fnkfo aczass 2015 nshucions or Emglojee.

9. Click on Log-Off

TEXAS*STATE®

The logout operation is complete, and no other services appear to have been accessed during this session.

10. Logout is complete.



